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(SD)—Supervisor’s Dilemma 


Subject 


Issue Number 


ABSENTEEISM & TARDINESS 
Down with Absentecism! .........c..ccccsccscssscesscesceesseess 3 
Too Late for Laverne? (SD) 

Discussion 


ALCOHOLISM 
Biofeedback: An Answer for the Addict? 


Long-term Treatment for Alcoholics (WOAD) 
Treating the Urban Alcoholic (WOAD) 


APPRAISAL 
Yardsticks of Performance: Standards and Job 
Descriptions 


ATTITUDES 

Can You Assist Your Subordinates? ...................... 23 
For New Supervisors: How Not to Act 

Hospital Etiquette: It’s the Spirit That Counts 
Letter to the Boss 

Sure-Fire Ways to Wreck Employee Competence .... 
Their Behavior Depends on Yours 

You Can Change Unsafe Attitudes 

Your Responsibility to Be Objective 

You’re the Coach 


BOSS-SUPERVISOR RELATIONSHIPS 
Onward and Upward with Your Ideas: 
The Psychology of Persuasion 


CHANGE 
Planning for Change, Part 1: Get a Head Start 
Planning for Change, Part 2: Win Your Subordinates 


COMMUNICATION 
A Lesson in Criticizing 
Broad Treatment for the Disabled (WOAD) 


(WOAD)-— What Others Are Doing 


By Whee Amtirity ? vccscccssccecissosesnsconetcsdabihncnibitesaiins 9 
Can You Negotiate with Your Hospital Peers?......... 7 
Do Your Memos and Reports Sound Artificial? ....17 
Do Your Memos Need Improving? ................sc00+0+ 12 
Don’t Keep Them Guessing 
“Don’t Worry About It” (SD) 
Five Steps to Clarity in Communication 
How Orders Go Wrong 
Malice Aforethought? (Vol. 6, No. 23) 

Discussion 
Onward and Upward with Your Ideas: 

The Psychology of Persuasion 
Planning for Change, Part 1: Get a Head Start 
The Importance of Discussion 
The Perils of Being out of Touch 
What Are You Communicating? ...................ssecee0e- 16 
Why Communication Goes Haywire 
Wordless: Mestages xsiccsicisisicsescsssctacteiavistnbissvvonsenionn 7 
You Can Improve Your Interviewing 

Technique 


COMMUNITY RELATIONS 
A Program for the Multihandicapped Child 


Community Education to Prevent Illness 


Comprehensive Help for Rape Victims (WOAD) ...14 

Dietary Counseling for the Community (WOAD) ....6 

For Housing Police: More Training in Emergency 
Delivery of Babies (WOAD) 

“Home Start” Program for Babies (WOAD) 

Mobile Emergency Room (WOAD) 

Paramedics on the Scene (WOAD) 

Tailoring the Hospital to the Community 


Visiting Patients via TV (WOAD) 


COST CONTROL 
Cut Costs the Systematic Way 





Turning Garbage into Heat (WOAD) 


CRITICISM 
A Lesson in Criticizing 


DECISION MAKING 

Make the Most of Meetings 

Polish Off Your Problems 

What’s Happening to Your Authority? .................. 15 


DELEGATION 

Delegation Requires Preparation 
How a Do-It-All Develops 

Make Your Time Pay Off 


DISCIPLINE 

Derek’s Downhill Slide (SD) 
Discipline—Before and After the Fact 
Reason for a Raise? (SD) 


Too Late for Laverne? (SD) 
Discussion 


DISMISSAL 
The Most Unpleasant Task 


EMPLOYEE DEVELOPMENT 

Can You Assist Your Subordinates? ...................... 23 
Don’t Keep Them Guessing 

False Pretenses? (SD) 


Guidelines for Group Training 
Letter to the Boss 
No Accounting for Mary (SD) 


Problem Solving: Pass Along Your Know-How 
Sure-Fire Ways to Wreck Employee Competence ....1 
Take Action to Improve Performance 
Will the New Employee Work Happily Ever 
GINO? - snncccritpiiliconnsncilnbesssiiabbaaivndcennvccchninebiaabaes 18 
Yardsticks of Performance: Standards and Job 
Descriptions 
Young Workers Speak Out 
You’re the Coach 


GRIEVANCE HANDLING 
Do’s and Don’ts in Handling Grievances 


HEALTH OCCUPATIONS 

A More Efficient Flow of Supplies (WOAD) 

Mobile Emergency Room (WOAD) 

Paramedics on the Scene (WOAD) 

The Administrative Resident (WOAD) 

What’s Happening to Your Authority? .................. 15 


HUMAN RELATIONS 

Biased in Favor of Betty? (SD) 

Derek’s Downhill Slide (SD) 

Do These Characters Attend Your Meetings? ........ 23 
Don’t “Psych” Them Out 

For New Supervisors: How Not to Act 

PR OF THOS usicctalbinssdeneacssitiserdncscdpubsscbeopsdaiaescoul 13 
Hospital Etiquette: It’s the Spirit That Counts 
Planning for Change, Part 2: Win Your Subordinates 


The Purloined Pot Roast (SD) 
Who’s in Charge? (SD) 
Your Responsibility to Be Objective 


INSTRUCTIONS 
(See TRAINING) 


INTERVIEWING 
(See also COMMUNICATION) 
Special Interviewing Techniques: 
When the Job Applicant Is Disadvantaged 
You Can Improve Your Interviewing Technique ....10 


LEADERSHIP 
For New Supervisors: How Not to Act 
Leadership: Key to Motivation 


LISTENING 
(See COMMUNICATION) 


MANAGING YOUR JOB 
(See also PLANNING AND ORGANIZING) 
Eight Principles of Organization 
Follow Through for Efficiency 
How a Do-It-All Develops ............ssscsscesesecssecensssseese 7 
Make Your Time Pay Off 
Polish Off Your Problems 


MEETINGS 

Do These Characters Attend Your Meetings? ........ 23 
Make the Most of Meetings 

The Importance of Discussion 


METHODS IMPROVEMENT 

Applying What You Learn 

By Whos Amteoeity?: csciccsccnssestccscossocsinesasitecapedcatenee 9 
Eight Principles of Organization 

How a Do-It-All Develops 

How Good an Observer Are You? ...........ccceseseeeeeee 20 
Make: Your Tinie Pay O8E si ccissoscssitstesessocssccveccnadicve 11 





Polish Off Your Problems 

Some Mistakes You Should Never Make 

Space Stretchers for Your Department 

Streamlining and Improving a Single-Patient 
Bedroom Plan (WOAD) 

You Can Control Clerical Backlogs 


MORALE 
Letter to the Boss 
No Accounting for Mary (SD) 


MOTIVATION 
Are You Violating OSHA Safety Regulations? 
Part 1: Spotlight on Inspection 
Part 2: A Safety Education Program 
Leadership: Key to Motivation 
Sure-Fire Ways to Wreck Employee Competence ....1 
Take Action to Improve Performance 
Their Behavior Depends on Yours 


NEW WORKER 

Help the New Worker Fit into the Group 
Make Sure Your Training “Takes” 

The Oldtimer (SD) 


Will the New Employee Work Happily Ever 
PINT Ss siccadaiag Uoiidigasinedthibsinitespesilisietateinieteenscen 18 
Young Workers Speak Out 


ORIENTATION 
(See NEW WORKER) 


PATIENT CARE AND SERVICE 
(See also WHAT OTHERS ARE DOING) 
Quality Control in the Hospital 


PLANNING & ORGANIZING 

Eight Principles of Organization 
Follow Through for Efficiency 

How a Do-It-All Develops 

Plan Ahead for Vacations 

Planning for Change, Part 1: Get a Head Start 
Polish Off Your Problems 

Save Space — and Boost Morale 

Space Stretchers for Your Department 
Take Time to Plan Your Time 

The Management in Supervision. 

You Can Control Clerical Backlogs 


PROBLEM SOLVING 
Polish Off Your Problems 
Problem Solving: Pass Along Your Know-How 


PROMOTION, SUPERVISORY 
Why Want I Promotet? .nccccosccecsuitsvestdeedisbincsisesensie 2 


SAFETY 

Are You Violating OSHA Safety Regulations? 
Part 1: Spotlight on Inspection 
Part 2: A Safety Education Program 

You Can Change Unsafe Attitudes 


SELF-DEVELOPMENT 

How “Consulting” Supervision Works 

How Good an Observer Are You? ..............000-ses0ee 20 
How to Get the Most from Supervisory Training ..19 
Biaier Weel V cen Rater accisicsiiciccdescecscsiniatsseninsitiocan 24 
Wing Waren C3 RRGtGG Ee ienccstetsnticrnscnbiidbintaanindaace 2 


SUPERVISOR'S DILEMMA 
The Efficiency Expert 
Discussion 
The Feud (Vol. 6, No. 19) 
Discussion 
“Don’t Worry About It” 
Discussion 
Training for Turnover? (Vol. 6, No. 21) 
Discussion 


Discussion 
No Accounting for Mary 
Discussion 


SUPERVISORY RELATIONSHIPS 

(See also BOSS-SUPERVISOR RELATIONSHIPS) 
By Whose Authority? sis .csisscsisctajcmsssninsessnccsactessbtnnt 9 
Can You Assist Your Subordinates? ...............00000« 23 
Can You Negotiate with Your Hospital Peers?......... 7 
Don’t “Psych” Them Out 
False Pretenses? (Vol. 7, No. 11) 

Discussion 





Finding and Keeping a Good Secretary 

For New Supervisors: How Not to Act 
PR sicitiiinicinninStnonbeicsnniieibesiaianiii 13 
How “Consulting” Supervision Works ..............0.000001 
es AA TT UNE IND vevsevectsscntbencisrntasoscessbeennee 8 
Learning from Experience 

Letter to the Boss 

Malice Aforethought? (Vol. 6, No. 23) 


Planning for Change, Part 2: Win Your Subordinates 


The Borrower (SD) 
The Efficiency Expert (SD) 
Discussion 


SYSTEMS AND PROCEDURES 
(See aso METHODS IMPROVEMENT) 
A More Efficient Flow of Supplies (WOAD) 
Dy Wee AMIRI? oii ccctinacsconisbvinbeccsestescnccmeescecens 9 
Eight Principles of Organization 
Some Mistakes You Should Never Make 
You Can Control Clerical Backlogs 


TEAMWORK 
Do These Characters Attend Your Meetings? ........ 23 


PROD IOOINOST ee ccm il 


How “Consulting” Supervision Works 
Make the Most of Meetings 


TRAINING 
(See also EMPLOYEE DEVELOPMENT) 
Applying What You Learn 
Guidelines for Group Training 
How Orders Go Wrong 
How to Get the Most from Supervisory Training ...19 
Make Sure Your Training “Takes” 
Special Training to Treat the Elderly 


TURNOVER 
Learning from Experience 
Training for Turnover? (Vol. 6, No. 21) 


WHAT OTHERS ARE DOING 

A Health Care Supermart 

A More Efficient Flow of Supplies 

A Program for the Multihandicapped Child 
Audiovisual Aid for Patients 

Biofeedback: An Answer for the Addict? .............. 11 
Broad Treatment for the Disabled 


Community Education to Prevent Illness................. 4 

Comprehensive Help for Rape Victims 

Dietary Counseling for the Community (WOAD) ....6 

For Housing Police: More Training in Emergency 
Delivery of Babies 

“Home Start” Program for Babies 

Improving Mental Health: A Real-Life 
Simulation 

Long-term Treatment for Alcoholics. 

Mobile Emergency Room 

Paramedics on the Scene 

Special Training to Treat the Elderly 

Speech Therapy Without Sound 

Streamlining and Improving a Single-Patient 
Bedroom Plan 

Tailoring the Hospital to the Community 

The Administrative Resident 

Treating the Urban Alcoholic 

Turning Garbage into Heat 

Visiting Patients via TV 


WOMEN 
Biased in Favor of Betty? (SD) 
Discussion 


WORKING WITH PEOPLE 
A Lesson in Criticizing 
Can You Assist Your Subordinates? ..............0.00+ 23 
Delegation Requires Preparation 
Discipline — Before and After the Fact 
Don’t “Psych” Them Out 
Down with Absenteeism! ........cccccccscocsosseescsssseccccoses 3 
Finding and Keeping a Good Secretary 
Forde OF TOUT vciisicacscadecabscnciceusrevegtdecacassvocotesseant 13 
Help the New Worker Fit into the Group 
How Orders Go Wrong 
In the Eyes of Your Peers 
Leadership: Key to Motivation 
Learning from Experience 
Letter to the Boss 
The Most Unpleasant Task 
The Perils of Being out of Touch 
Their Behavior Depends on Yours 
Why Communication Goes Haywire 
Will the New Employee Work Happily Ever 
PD IOES:  icistnkcukdiancribessckoseasblnicancsscodeies Vicwmasatbodineeua: 18 
Wordless Messages 
You Can Change Unsafe Attitudes 
Young Workers Speak Out 
Your Responsibility to Be Objective 


WRITING 
(See COMMUNICATION) 








